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           THE HADLEIGH PRACTICE

Job Specification

Job Title: 
Practice Business Manager
Hours of Work:
Full-time
Responsible to:
The Partners
Job Summary:
To provide leadership and management to enable the practice to meet its agreed aims and objectives within a profitable, efficient, safe and effective working environment. Lead sustainable change programmes and quality improvement. Represent the practice externally within the local health economy
Job responsibilities:-
Strategic management & planning

The post holder will:-

· Keep abreast of current affairs and identify potential threats and opportunities

· Work with the Partners to agree the practice strategy, formulate objectives, and research and develop ideas for future practice development
· Monitor and evaluate performance of the practice team against objectives, identify and manage change
· Ensure the practice meets the terms of all commissioned NHS and other contracts including completing contract and quality returns

· Develop and maintain effective communication both within the practice and with relevant outside agencies. Proactively encourage collaborative working within the Locality

· Prepare and annually update the practice development plan an oversee the implementation of the aims and objectives

· Assess and evaluate accommodation requirements and manage development and expansion plans
Financial management

· Co-ordinate and maintain the financial viability of the Practice, ensuring appropriate records keeping is maintained and reporting systems are in place. Set budgets and prepare financial reports.
· Key link with Accountant, Solicitor, Bank & outside agencies as appropriate

· Understand and report on the financial implications of contract legislation changes.

· Manage practice accounts, submit year-end figures promptly

· Manage partner drawings

· Manage and monitor PAYE for practice staff and maintain appropriate records
· Manage contributions to the practice pension scheme(s) and maintain appropriate records

· Manage appropriate systems for handling and recording of cash, BACS transactions, cheques and petty cash

Communications- 

· Responsible for internal and external communication strategies including communications with patients to ensure the practice service meets their needs.

· Responsible for production of newsletters, website content and social media campaigns

· Chair practice meetings and ensure all staff understand and engage positively with practice developments.

Human Resources:-

· Have an overview of the recruitment, retention and management of all staff

· Oversee a management team to ensure appraisals, training needs assessments, mentoring and HR systems are up to date for the entire team.
· Manage staffing levels within budgets

· Implement effective systems for the resolution of disputes and grievances.

Operational Management:- 

· Ensure development and maintenance of practice protocols and procedures is carried out. Ensure reviews and updates in line with current and future legislative requirements are carried out and ensure practice meets core NHS and Care Quality Commission clinical and non-clinical standards. 
Patients Services:-

· Have an overview of all aspects of patient care and delivery of services, management of patient complaints, patient involvement, and patient participation group.
Information Management and Technology:-

· Oversee the development and integration of practice IT and telephone systems including electronic patient medical records and links with external organisations
· Liaise with the CCG regarding system procurement, IT funding and national IT development programmes
· Have an overview of GDPR and an understanding of where to seek advice and clarification on data protection matters
Premises Management:-

· Have an overview of facilities management, ensuring appropriate contracts are on place for security, repairs and maintenance and insurance 
· Responsibility for Health and Safety issues
Personal/Professional Development:-

· Responsible for own development, learning and performance and demonstrating skills and activities to others who are undertaking similar work.
· Participate in an annual individual appraisal including taking responsibility for maintaining a record of own personal and/or professional development.
External Representation:-

· Attend, support and represent the practice view at meetings, contract negotiations or meetings ensuring key decisions communicated to the Partners are Team meetings.
Autonomy:-

· Have autonomy to take suitable decisions relating to the best interest of the business and the partnership.
Health & Safety:  Agreement to the terms of the Practice Health and Safety Policy will be required.

Practice policies:  Adhere to all Practice policies and procedures.

Other duties:  Undertake any other duties as designated by Partners under the clear understanding that they will be consistent and of a similar level of responsibility to those duties outlined above.

In the discharge of their duties the post holder may often be in possession of confidential/personal information.  They must not disclose or discuss such information outside the place of work or within the place of work except in the proper discharge of duties.

The Hadleigh Practice is an Equal Opportunities Employer and will recruit for this position in an unbiased manner regardless of applicants’ race, gender, beliefs or disabilities.
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